Macroprocess 13 Specialized Services for Institutional and Diplomatic Relations by Organizational Design Division
Objective
Inflows Processes Outflows
Ensure the provision of effective support to specialized, technical services associated with diplomatic management, protocol assistance
and Governing Bodies.
Scope
Hemispheric level.
Technical-regulatory actions and execution of rendered services.
Centralization at strategic levels and at Headquarters.
Decentralization at operational levels per country.
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    Macroprocess
    13 Specialized Services for Institutional and Diplomatic Relations.  
Management of Diplomatic Rights and Immunities 
of IICA international professional personnel. 
Protocol assistance
Technical Secretariat of Governing Bodies.
Official Events.
Languages
Law No.29 
Convention on IICA, Law Nº 6459 
Requests made by IICA organizational units. 
International Law and applicable local 
regulations. 
IICA Regulations, Policies and Guidelines
IICA Framework Convention and Agreement 
on Privileges and Immunities of the 
Organization of American States (OAS)
Guidelines on immunities and privileges of 
the IPP
Convention and Rules of Procedure of the 
Inter-American Board of Agriculture, 
Executive Committee and General 
Directorate.
Statute and Rules of Procedure of the 
Special Advisory Committee on Management 
Issues. 
Resolutions by Governing Bodies.
Minutes and records of Governing Bodies. 
Documents from meetings held by Governing 
Bodies, committees and working groups.  
Requests made by Governing Bodies, 
Member States, commissions and 
subcommissions, and the General 
Directorate.
Documents for editing/proofreading.
Auxiliary documents.
Documents used for technical consultations 
(dictionaries, glossaries, etc.). 
Diplomatic privileges and immunities of  IICA's
international professional personnel (IPP),
effectively managed.
Timely and effective protocol assistance.
Timely and effective services rendered by the 
Technical Secretariat  to Governing Bodies.
Effective organization of official meetings and 
events of the Institute's Governing Bodies and  
Headquarters. 
Timely, effective and high-quality language 
services (translation, editing and interpreting)
in the four official languages. 
Objective
Computer systems
Process Subprocess
13.1.1. Diplomatic Identification and Accreditation.
13.1.2. Management of OAS official travel documents.
13.1.3.Import tax exemptions.
13.1 Management of diplomatic rights and immunities of IICA international 
professional personnel
Process
13.1. Management of diplomatic rights and immunities of IICA international professional personnel.
Ensure timely and effective services associated with diplomatic rights and immunities, the process of accreditation (DID), exemptions, official vehicles and diplomatic 
visas.   
Scope
Hemispheric level.
Technical-regulatory actions and execution of rendered services.
Centralization at strategic levels and at Headquarters.
Decentralization at operational levels per country.
Specific policies and 
rules
1. Approval of agreement to create the Inter-American Institute of Agricultural Sciences, Law n°29 from December 22nd, 1942. 
2. Ratification of the Convention on the Inter-American Institute for Cooperation on Agriculture, Law N° 6459 from September 11th 1980. Article 26 sets forth that the 
Institute shall enjoy, in the territory of each of its Member States, the legal capacity, privileges, and immunities necessary for the exercise of its functions and the 
accomplishment of its purposes.
3. Agreement on Privileges and Immunities of the OAS.
4. IICA Regulations, Policies and Guidelines.
5. International Law.
6. Applicable local regulations.
7. Regulations of the Member States applicable to the received request. 
8. Provisions set forth in the Guide on Privileges and Immunities for International Professional Personnel (IPP), for internal use within IICA. 
9. The Diplomatic Identification Document (DID) is an identification document valid for diplomatic residence, renewable according to the appointment of IPP. It is 
issued by the Ministry of Foreign Affairs for international officials, their spouse and dependent family members (article 56, second paragraph of the Guide on Privileges 
and Immunities). On January 6th 1997, the Ministry of Foreign Affairs issued a notice establishing that children older than 18 years of age and younger than 21 years of 
age, or who are 26 years of age or younger, are full-time students at a higher education Costa Rican institution and are economically dependent on the official are 
considered immediate family and therefore entitled to a DID, for which they must show a certification from the educational institution verifying their status as regular 
students of said institution. For other dependents living at the official’s house, a diplomatic visa shall be accorded to them in their passport. 
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Master Lex-SINALEVI.
Indicators • Effective, timely procedures at the different agencies, yielding positive results for IICA international professional personnel (IPP) within the established time frames. 
Objective
Background information References
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Outcomes
Diplomatic privileges and immunities of International Professional Personnel (IPP), effectively managed. 
Diplomatic Identification Document (DID).
Diplomatic visas.
 Subprocess
13.1.1. Diplomatic Identification and Accreditation.
Effectively manage the accreditation of international professional personnel and obtain diplomatic identification documents.
Inputs 
OAS.
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 13.1 Management of diplomatic rights and immunities of IICA IPP.
 13.1.1 Diplomatic identification and Accreditation.
   Coordinator of the Legal Advisory, International Affairs and Protocol Unit (CLAIAPU)
   Protocol Administrative Assistant ( PAA )
   International Professional Personnel ( IPP )
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1- Admission procedures  
CLAIAPU                                                                           
1.1 Receive notification of IPP contracting 
(international official) from subprocess 2.2.2 
Human Talent Selection Management
CLAIAPU                                                                          
1.2 Present the letter of credence of the new 
international official to the Government of the 
Republic of Costa Rica. 
Before the official arrives in the country. Macroprocess 9, Human Talent Management, 
shall notify that the official has been hired to the Legal Advisory, International Affairs and 
Protocol Unit, once the IPP has accepted the work contract. 
When the hired IPP official is an Office Representative, the respective government or 
office is required to provide an endorsement for said official.
CLAIAPU                                                     
1.3 Request the corresponding credentials from 
the Ministry of Foreign Affairs, and submit the 
CLAIAPU                                                                           
1.4 Receive the corresponding Diplomatic 
Identification Document (DID) of International 
Professional Personnel (IPP).,
Includes drafting a letter of credence (diplomatic letter) to be signed by the Director 
General, stating the exact date of appointment of the international official, addressed to 
the Ministry of Foreign Affairs. 
Pursuant to the Vienna Convention on Diplomatic Relations (articles 8-38) and the Rules
of Procedure on Privileges and Immunities, which refer to nationals of the receiving State, 
the Government of Costa Rica SHALL NOT accept accreditations form officials or family 
members who are Costa Rica nationals, a request considered wrongful from the legal 
standpoint. 
START
Macro
9
2- Diplomatic Identification 
Document (DID).
PAA                                                                           
2.1 Include the IPP and their dependents in the EXTRANET 
system of the Ministry of Foreign Affairs and request they 
issue a Diplomatic Identification Document for officials and 
their legally recognized dependents (children between 18 and 
21 or up to 26 years of age if they are students)
PPI                                                                           
2.2 IPP and their families must personally 
collect their respective DIDs . 
The Ministry of Foreign Affairs issues the document for international officials, their spouse
and dependent family.
All IPP must present a recent passport-size photograph of them and each of their 
dependents to the Legal Advisory, International Affairs and Protocol Unit, along with their 
respective passports, and stamp their signatures on a blank paper in order to proceed 
with the corresponding accreditation.
PAA                                                   
2.3 Renew the DID of IPP and their families.
PPI 
2.5 Upon termination of the work relationship, 
IPP and their families must turn in their DID. 
IPP                                                                           
2.4 Collect the new DID. IPP must present the 
expired DID . 
Once the Ministry of Foreign Affairs informs the Legal Advisory, International Affairs and 
Protocol Unit that the DID is ready, said unit will coordinate with the IPP to arrange 
collection in person. The IPP must present the expired document when collecting the new 
one. The Legal Advisory, International Affairs and Protocol Unit keeps a computer record 
of the DID and their expiration date; however, this does not exempt officials from the 
responsibility of keeping track of the expiration date of their legal documents.  
AAP                                                                           
2.6 Cancel DID and notify the Ministry of 
Foreign Affairs.
.
IPP and their family must collect the DID in person at the Ministry of Foreign Affairs. Said 
Ministry does not allow third parties or persons bearing an authorization note to receive it. 
This identification will later become the IPP's national identification, which includes the 
Costa Rican visa and allows them to access the national banking system. The Legal 
Advisory, International Affairs and Protocol Unit will accompany the IPP and their family 
when carrying out these activities.
The renewal of the DID for IPP and their families is managed through theEXTRANET 
system of the Ministry of Foreign Affairs 15 days before the expiration date. This 
procedure must be accompanied by a request note signed by the Director General or 
authorized official. 
Upon finalizing their mission in the country, IPP must turn in their DID and their families' to 
the Legal Advisory, International Affairs and Protocol Unit. This process will be 
documented using the ''Clearance Form'' and submitting it to HTM as part of the 
termination process. 
Afterwards, the Legal Unit will proceed to the cancellation of the DID at the Ministry of 
Foreign Affairs. 
3- Validate driver's license. 
IPP                                                                         
3.1 Request the validation of an international 
driver's license.
PAA                                                                           
3.2 Arrange an appointment with COSEVI.
4- Diplomatic visas
CLAIAPU                                                                           
4.1 Enter the Ministry of Foreign Affairs form 
with the family member's information into the 
EXTRANET system,
CLAIAPU                                                                           
4.2 Send a note to the Ministry of Foreign 
Affairs requesting a visa for delegates visiting 
on official missions. 
IPP must present their original license, a copy of the passport issued by their country of 
origin and the corresponding medical examination in order to arrange an appointment at 
the Roadway Safety Council (COSEVI). Otherwise, officials and their dependents must 
pass a written and practical driving test to obtain the Costa Rican license. In both cases, 
they are exempt from paying all taxes.  
Applicable to the dependents of IPP officials and delegates from the countries on an official 
mission.
END
Objective
Background information References
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Outcomes
Diplomatic privileges and immunities of IICA International Professional Personnel (IPP), effectively managed.
Vehicle tax exemption.
Tax exemption process. 
 Subprocess
13.1.2. Import tax exemptions.
Effectively manage tax exemptions and vehicle imports for international professional personnel.
Inputs 
OAS.
P
A
R
T
IE
S
 I
N
V
O
L
V
E
D
   Coordinator of the Legal Advisory, International Affairs and Protocol Unit ( CLAIAPU )
   Protocol Administrative Assistant ( PAA )
   International Professional Personnel ( IPP )
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 13.1 Management of diplomatic rights and immunities of IICA IPP.
 13.1.2 Import tax exemptions. 
1- Import tax exemptions.
PAA                                                                           
1.1 Present the exemption request to the 
Department of Exemptions of the Ministry of 
Finance.
PAA                                                                           
1.2 Receive the IPP's request for tax exemptions on imported 
household equipment and personal items required to settle in 
the country, groceries, liquor and cigarettes, in accordance 
with the quotas established by the Ministry of Foreign Affairs.
As part of the accreditation process, once international officials have been given their DID, the Legal Advisory, International Affairs and Protocol Unit shall 
register it in the EXONET online system of the Ministry of Finance. This ministry will issue a form that must be signed by the beneficiary and accompanied by 
a notarized registration request, to be presented to the Department of Exemptions of the same Ministry. This registration validates the legitimacy of the 
transaction so that exemption requests can be processed by the Department of Exemptions of the Ministry of Finance. 
PAA                                                                                     
1.3 Carry out the corresponding procedures. 
The request is entered into the EXONET system (Specific Import Tax Exemption Request) 
to be approved and submitted to the applicable customs authorities.
START
2- Vehicle imports.
IPP                                                                          
2.1 Request vehicle import procedure and tax 
exemption.
PAA                                                                           
2.2 Fill out the documents requesting the 
exemption and present them to the applicable 
authorities.
To initiate the exemption procedure, officials must submit the following documents:
a) E-mail addressed to the Legal Advisory, International Affairs and Protocol Unit requesting them to initiate the procedures ne eded to import a vehicle. 
b) Updated original version of the vehicle’s technical revision document and the Single Customs Declaration (DUA, in Spanish) , presented to the car dealership agency.
PAA                                                   
2.3 Vehicle tax exemption.
Officials must: 
a. Complete Form-A3 ‘’Franchise’’ online, using the EXONET system, with the information included in the proforma invoice and the quote of the vehicle to be imported. 
b. Fill out Form-A15 ‘’Request and Authorization for Transactions with Exempt Vehicles to be Presented to the National Registry of Movable Assets’’ online using the EXONET system with the 
required information. The form must include the signature of the requesting party and of IICA’s legal representative.
c. Obtain a certification from the National Registry indicating that the international official does not possess an exempt vehicle with an international license plate under his name. 
d. Draft a letter to be signed by the requesting party addressed to the National Registry to register the vehicle. This note must be authenticated by a notary public, with its respective security copy. 
e. Obtain a certified authentication of the vehicle registration document with its respective security copy. 
f. Obtain a copy of the customs declaration (DUA). 
g. Obtain a certification from the National Registry indicating all personal vehicles owned by the international official and whether the tax payments for their nationalization have been made. 
At the request of the Ministry of Foreign Affairs, an updated list of IICA and international 
officials’ vehicles is sent to the Ministry of Finance, so that the vehicle tax exemption can 
be applied. This list must then be entered into the EXONET system.
END
Objective
Background information References
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Outcomes
Diplomatic privileges and immunities of IICA International Professional Personnel (IPP), effectively managed.
OAS official travel documents.
 Subprocess
13.1.3.OAS official travel document.
Gestionar efectivamente documento oficial de viaje del personal profesional internacional. Effectively manage the official travel documents of international professional 
personnel.
Inputs 
OAS.
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 13.1 Management of diplomatic rights and immunities of IICA IPP.
 13.1.3 OAS Official Travel Documents.
   Coordinator of the Legal Advisory, International Affairs and Protocol Unit ( CLAIAPU )
   Protocol Administrative Assistant ( PAA )
   International Professional Personnel ( IPP )
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CLAIAPU                                      
1- Request the Official Travel 
Document (OTD) from the OAS 
office.
START
PAA                                                             
4- Provide IPP with the OTD in the 
event of an official trip.
END
PAA                                                             
2- Receive OTD.
PAA                                                          
3- File the OTD.
Objective
Computer systems
Background information References
Scope
Hemispheric level.
Technical-regulatory actions and execution of rendered services.
Centralization at strategic levels and at Headquarters.
Decentralization at operational levels per country.
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Outcomes Effective and timely management of requests, pursuant to institutional rules and international standards (diplomatic and protocol assistance).
Exonet-Extranet (Forms).
Indicators • Effective and timely protocol assistance within the stipulated time frames.
Inputs
Division, IICA organizational units and Delegations. 
Committee, Special Advisory Committee on Management Issues and the General 
Directorate.
Specific policies and 
rules
1. Approval of agreement to create the Inter-American Institute of Agricultural Sciences, Law n°29 from December 22nd, 1942. 
2. Ratification of the Convention on the Inter-American Institute for Cooperation on Agriculture, Law N° 6459 from September 11th 1980. Article 26 sets forth that the 
Institute shall enjoy, in the territory of each of its Member States, the legal capacity, privileges, and immunities necessary for the exercise of its functions and the 
accomplishment of its purposes.
3. Regulations on Diplomatic Privileges and Immunities.
4. Agreement on Privileges and Immunities of the OAS.
5. Convention and Rules of Procedure of the Inter-American Board of Agriculture, Executive Committee, Special Advisory Committee on Management Issues and the 
General Directorate.
6. IICA Regulations, Policies and Guidelines.
7. International Law.
Process
13.2. Protocol Assistance.
Ensure effective support in the application of and compliance with diplomatic and protocol standards applicable to the Institute, its Governing Bodies, Delegations, 
international professional personnel, and Associated staff. 
P
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 13.2 Protocol assistance.
   Coordinator of the Legal Advisory, International Affairs and Protocol Unit ( CLAIAPU )
   Protocol Administrative Assistant ( PAA )
   International Professional Personnel ( IPP )
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START
END
1- Use of the diplomatic lounge, restricted 
areas and airport services. 
CLAIAPU                                                                         
1.1 Receive request.
CLAIAPU                                                                           
1.2 Decide if the request is relevant and 
whether it must be addressed. 
AAP                                                                           
1.4 Submit a request to use the diplomatic 
lounge for the head of mission or spouse.
AAP                                                                           
1.5 Address the request for airport services.
CLAIAPU                                             
1.3 Should the 
request be 
addressed?
Requests made by Government Bodies, General Directorate, 
Foreign Affairs Division, IICA organizational units and 
Delegations in general.
Coordinate this activity with Official Events and the Technical Secretariat 
of the Governing Bodies, when applicable. 
Applicable to IICA Official Events.
Use is restricted to the Director General and Deputy Director General, their respective spouses and Heads 
of Mission. 
Submitted by the Director General. If this is the IPP official's first 
visit to the country, the request is made by Human Talent.
YES
AAP                                                                           
1.6 Provide support in restricted airport areas.
CLAIAPU                                                         
2.1 Establish ceremonial rules.
PAA                                                                           
2.3 Ensure the observance of protocol rules 
dress code and general social norms in the 
meeting room.
PAA                                                                           
2.2 Define the arrangement of the Room, 
Main Table, Flags and the positioning of the 
authorities. 
2- Ceremonial and protocol.
Include the master of ceremonies of the meeting or conference. 
This activity includes Protocol standards applicable to receptions,  
lunches, dinners, positioning at the table.
13.3
13.4
13.4
Fails to meet requirements - Process ends. 
Requesting unit is notified.
NO
END
Meets the requirements of the Ministry of Foreign Affairs. 
Continues to activity 1.4. Requesting unit is notified.
Objective
Computer systems
Background information References
Scope
Hemispheric level.
Technical-regulatory actions and execution of rendered services.
Centralization at strategic levels and at Headquarters.
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Outcomes
Timely and effective services provided by the Technical Secretariat to Governing Bodies and SACMI. 
Effective compliance with the mandates of IICA's governing bodies.
Final reports from regular and special meetings of the Governing Bodies and the Special Advisory Committee on Management Issues.
Language system (translation and editing) - SAP System (Processes: Request Order and Reservation) - Room request system - Meeting Information System . Event 
Management System - MS Office (Excel, Word, Power Point)-E-mail-Dropbox-Institutional repository-Institutional website. 
Indicators • Percentage of final reports (records, resolutions, annexes and agreements) formally adopted by Governing Bodies in all four official languages of the Institute.  
Inputs
subcommittees. 
Executive Committee and the General Directorate.
Issues 
Specific policies and 
rules
1. Includes services provided to both Governing Bodies of IICA:                                                                                                                                                   
a) Inter-American Board of Agriculture (IABA): Highest Governing Body of IICA, consisting of the 34 Member States. The Board meets regularly every two years to 
adopt policies and actions defined by the Institute. It is governed by the provisions set forth in the Convention on IICA and its respective Rules of Procedure. b) 
Executive Committee(EC); one of the Institute’s governing bodies, consisting of 12 Member States, elected for a two-year period, based on the principles of partial 
rotation and equitable geographical distribution. The EC holds annual regular meetings, and is governed by the provisions set forth in the Convention on IICA and its 
respective Rules of Procedure. The Committee, pursuant to the stipulations of the Convention, shall act on behalf of the Board as its executive body, adopting 
decisions on matters not exclusively within its scope.
2. Pursuant to Article 91 of the Rules of Procedure of the Inter-American Board of Agriculture (IABA), The Director General of the Institute shall be ex-officio Secretary 
of the Board and of such committees and working groups as it may establish. The minutes and files of the Board shall be kept in his/her custody, and these duties 
may be delegated to a Technical Secretary. 
3. Pursuant to Article 92 of the Rules of Procedure of the Inter-American Board of Agriculture (IABA), the General Directorate of the Institute shall serve as the 
Secretariat of the Board and of its committees and working groups. In this capacity, it shall be responsible for organizing the meeting, providing such advisory 
services as may be required; receiving, translating and distributing the documents, reports and resolutions of the meeting, its committees and working groups; 
preparing the minutes of the discussions and carrying out any other task that may be entrusted to it by the meeting, its committees and working groups
4. Pursuant to articles 100 and 101 of the Rules of Procedure of the Executive Committee, The Director General shall be ex-officio Secretary of the Committee and of 
such committees and working groups as it may establish. The minutes and files of the Committees shall be kept in his/her custody. The Director General may delegate 
these duties to a Technical Secretary selected for this purpose. The General Directorate of the Institute shall serve as Secretariat of the Committee, as well as of its 
committees and working groups. In that capacity, it shall be responsible for organizing meetings, providing such advisory services as may be required, receiving, 
translating and distributing documents, reports, and resolutions of the meeting, its committees and working groups, preparing the minutes of the discussions, and 
performing such other tasks as may be entrusted to it by the meeting, its commissions and working groups.
5. There are two special mechanisms created by the Inter-American Board of Agriculture (IABA): The Special Advisory Committee on Management Issues (SACMI) and 
the Audit Review Committee (ARC). SACMI is a permanent special committee of the Executive Committee under Article 60 of the Executive Committee’s Rules of 
Procedure, the purpose of which is to facilitate more regular discussion between the Director General and the member States on administrative, financial and 
strategic initiatives and issues in order to facilitate the process of reaching consensus on those issues and initiatives in the Executive Committee and in the Inter-
American Board of Agriculture (IABA). The Advisory Commission shall hold at least one regular meeting per year, which may be on site or on line. 
6. Pursuant to article 7.1 of the Statute of the Special Advisory Committee on Management Issues (SACMI), the General Directorate shall provide secretariat services 
to the Advisory Committee.
Process
13.3. Technical Secretariat of Governing Bodies
Ensure timely and effective services provided by the Technical Secretariat to IICA's Governing Bodies and the Special Advisory Committee on Management Issues 
(SACMI).
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 13.3 Technical Secretariat of Governing Bodies.
   Technical Secretariat of Governing Bodies ( TSGB )
   Official Events ( OE )
   Languages ( L )
TSGB                                                                                      
1- Organize meetings for Governing Bodies 
according to the dates stipulated in the 
applicable regulations and requests made by 
Governing Bodies.
START
TSGB / OE
4- Prepare the draft resolutions to be 
distributed during the meeting.
TSGB / OE
2- Provide the necessary assistance to the 
Governing Bodies, SACMI and organizational 
units of IICA.
TSGB / OE
3- Receive and distribute working and 
informative documents before the respective 
meetings.
END
TSGB / OE
5- Prepare the minutes of the meetings held by 
Governing Bodies and the final reports 
(including resolutions). 
TSGB / OE
6- Submit the final report including the minutes 
and resolutions of Governing Bodies, and the 
recommendations in the case of the Special 
Advisory Committee on Management Issues 
(SACMI).
The General Directorate shall define the dates based on a draft proposal from the Technical 
Secretariat. This process must take place in coordination with the Official Events Unit, specifically 
process 13.4, Official Events, in charge of organizing the logistics. 
13.4
Includes the translation of the documents, reports and resolutions for discussion during the 
meetings. Also applies for commissions and working groups. Official Events will coordinate 
with the Language Unit in process 13.5, Language Management. 
13.5
Revision, editing, translation, design and printing. 
Coordinated with the Language Unit - Process 13.5, Language Management, for translation and editing into all four IICA 
official languages. 
The design of the documents must be coordinated with Macroprocess 2, Communication and Image. A limited number of 
copies are printed for the Official Events Unit library and the main organizational units, The printing process is coordinate d 
with Macroprocess 12, Management of Contracting and Services.
13.5
In some cases, the organizational units prepare their corresponding draft resolutions and coordinate 
the revision, editing and distribution in the meeting room with Official Events. The Language Unit shall 
be in charge of the translation and editing.
13.5
Macro
12
Before, during and after the meetings.
No specific time frame.
Keep a record of compliance with the agreements. 
All correspondence addressed to the Ministers of Agriculture or Foreign Relations of the Member 
States, and to participants in general, must be submitted for signature by the Director General. 
Includes annexes.
Objective
Computer systems
Process Subprocess
13.4.1. Events held by the Governing Bodies and the Special Advisory Committee
on Management Issues (SACMI).
13.4.2. Meetings at Headquarters and Delegations.
13.4 Official events. 
Process
13.4. Official Events.
Ensure the provision of timely and effective services for official events of IICA's Governing Bodies and the Special Advisory Committee on Management Issues 
(SACMI), as well as meetings at Headquarters and the Delegations.
Scope
Hemispheric level.
Technical-regulatory actions and execution of rendered services.
Centralization at strategic levels and at Headquarters.
Decentralization at operational levels per country.
Specific policies and 
rules
1. Article 92 of the Rules of Procedure of the Inter-American Board of Agriculture (IABA) states that the General Directorate of the Institute shall be responsible for 
organizing the meeting and carrying out any other task that may be entrusted to it by the meeting, its committees and working groups, for which it will entrust the 
Official Events Unit with the logistics of the meeting.
2. Article 16 of the Rules of Procedure of the IABA states that the Board shall hold one regular meeting every two years, preferably in the second half of the second 
year of the Institute’s biennium. The date and site of the following meeting shall be determined in accordance with written offers addressed to the Director General by 
the governments of the Member States.
3. Pursuant to Article 101 of the Rules of Procedure of the Executive Committee, the General Directorate shall be responsible for organizing the meeting and carrying 
out any other task that may be entrusted to it by the meeting, its committees and working groups, for which it will entrust the Official Events Unit with the logistics of 
the meeting.
4. Pursuant to Article 22 of the Rules of Procedure of the Executive Committee, the Committee shall hold one regular annual meeting. If desired, it may also hold a 
special meeting during the year. In both cases, the meetings shall generally take place at Institute Headquarters. If it deems necessary, the Committee may also meet 
immediately prior to the regular meeting of the Board, in the same location as the Board meeting.
5. Article 7.1 of the Statute of the Special Advisory Committee on Management Issues states that the General Directorate shall provide secretariat services to the 
Advisory Committee, for which it will entrust the Official Events Unit with the logistics of the meeting. 
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Language system (translation and editing) - SAP System (Processes: Request order and Reservation) - Room Request Service - Meeting Information System - Event 
Management System -MS Office (Excel, Word, Power Point)-E-mail-Dropbox-Institutional Repository-Institutional website. 
Indicators • Degree of satisfaction with the services rendered by the Official Events Unit at Headquarters, according to the established standards. 
Objective
Background information References
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Outcomes Timely and effective logistical organization of official events held by IICA's Governing Bodies and the Special Advisory Committee on Management Issues (SACMI).
 Subprocess
13.4.1 Events held by the Governing Bodies and the Special Advisory Committee on Management Issues (SACMI)
Ensure the provision of timely, efficient services for official events of IICA's Governing Bodies and the SACMI.
Inputs 
subcommittees and the General Directorate.
Executive Committee and the General Directorate.
Issues.
SACMI.
P
A
R
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   Official Events Coordinator ( OEC )
   Technical Assistant ( TA )
   Administrative Assistant / Secretary ( AAS )
   Audiovisual Equipment Technician ( AVET )
   General Directorate ( GD )
   Technical Secretariat of Governing Bodies ( TSGB )
   Legal Advisory, International Affairs and Protocol Unit ( LAIAPU )  
   Language Unit ( LU )                                                                                                                                                                                                                                                                                          
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 13.4 Official Events.
13.4.1 Events held by the Governing Bodies and the Special Advisory Committee on 
Management Issues (SACMI).
OEC / TA / TSGB                                                                                    
1- Propose a calendar of events to be 
held by Governing Bodies.
START
GD                                                             
2- Review and approve the annual 
calendar of official events.
3- Previous organization.
END
The Official Events Unit and the Technical Secretariat of Governing Bodies 
propose a calendar of Governing Bodies events.
13.2
Macro
12
OEC / TA / AAS / LAIAPU                                                                           
3.1 Prepare registration form in the Event 
Management System and create the meeting 
webpage in the On-line Information System.
OEC / AAS                                                                          
3.2 Define the logistical requirements of 
the event, prepare the corresponding 
budget and submit for approval.  
GD                                                                           
3.3 Approve budget.
OEC / TA / AAS / TSGB / LAIAPU / 
LU                                                                           
3.4 Send out the citations.
OEC / AAS                                                                       
3.5 Manage logistical requirements 
(internally and externally). Process 12.1, 
Purchases and Procurement is activated.
OEC / TA / AAS                                                                           
3.7 Monitor on-line registration and 
participants' logistical issues. 
OEC / TA / TSGB                                                                           
3.6 Receipt of documents for the 
meetings.
Official Events submits the budget proposal for approval. The 
Programming and Budget Unit intervenes. 
Documents for the meeting: preparation and receipt of working and informative documents, draft 
resolutions and presentations, in coordination with the Technical Secretariat of Governing Bodies 
(process 13.3). 
The Language Unit provides translation and editing support. 
The LAIAPU provides support by reviewing variables for the drafting of citation letters prior to the 
DG's signature. The Language Unit participates in the process of editing ad translating the letters 
into the official languages. The letters are sent via courier through ASM .
The request shall be processed if the technical specifications, or those of another nature, are clear and supported by the budget.
These include:
- Travel arrangements: itinerary requests to be approved by the participants, purchasing of tickets (charge advices or travel a uthorizations) and 
payment of per diem allowances to participants.
- Insurance: Send out the travel insurance form to participants and provide follow-up. 
-Accommodation, food , ground transportation, equipment, materials, field trips and other logistical aspects. 
Accreditation: follow-up and receipt of accreditation letters from Member, Associated and Observer 
countries (not the same as those processed by the Legal Advisory, International Affairs and Protocol 
Unit).
Online registration of participants, insurance, badges.
The Event Management System is used to create one form per meeting. Working and informative 
documents are entered into the On-line Information System, along with the letters of accreditation, on-
line registration form, participant's guide and list of participants. 
The budget preparation includes: food and accommodation, air travel and ground transportation, 
per diem allowances, insurance, equipment, materials and other required services. 
4- Event execution. 
Macro
12
OEC / AVET                                                                           
4.1 Coordinate the event venue set-up.
OEC / TA / AAS / AVET                                                                           
4.2 Develop activities according to the defined 
agenda and program for participants, speakers 
and guests.
OEC / TA / AAS / TSGB                                                                           
4.3 Arrange the drafting and distribution 
of the final report.
OEC / AAS                                                                           
4.4 Conduct closing activities with 
internal and external providers.
OEC / TSGB                                                                     
4.5 Assess the outcome of the event.
In coordination with Language Unit (editing and translation), Institutional Communication 
Management (design) and Administrative Services Management (printing and courier services)
Includes the Technical Secretariat and the Events Unit for a joint evaluation. General 
feedback is received by organizational units and the participating staff. 
In coordination with the Administrative Services Management, 
Macroprocess 12, Management of Contracting and Services.
Preparation of the meeting rooms: set-up, equipment installation (audio, video, telematics), 
computers, documents, decoration. 
Coordinated with LAIAPU, ICTM, GCI and ASM.
Official welcomes and farewells at the airport and hotels are organized i n coordination with process 13.2, 
Protocol Assistance. Accommodation and ground transportation arrangements for participants are organized 
with the hotel. Table name cards and badges for participants and support staff must be prepared. Alternative 
activities include field trips, activities for accompanying visitors, and others. 
13.3
13.3
Objective
Background information References
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Outcomes Timely and effective logistical organization of events and meetings held at Headquarters and the Delegations.
 Subprocess
13.4.2 Meetings at Headquarters and Delegations.
Ensure the provision of timely and effective logistical services for events held at Headquarters and the Delegations. 
Inputs 
P
A
R
T
IE
S
 I
N
V
O
L
V
E
D
   Official events coordinator ( OEC )
   Administrative assistant / Secretary ( AAS )
   Audiovisual Equipment Technician ( AVET )
   Meeting Support Group ( MSG )
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 13.4 Official events.
13.4.2 Meetings at Headquarters and Delegations.
OEC / AAS                                                                                    
1- Receive request from organizational unit.
START
OEC / AAS                                                             
2- Provide follow-up, adjust and enter room 
requests received through the system.
OEC / AAS / AVET / MSG
3- Call a coordination meeting with the Meeting 
Support Group (MSG).
END
The room request system must be used. Includes 
logistical details of the requirements. 
Once the request is received, the organizational unit shall call a coordination meeting with the 
Meeting Support Group (MSG), consisting of Official Events, ICTM, LAIAPU, ASM, Instititutional. 
Communication Division ICD.
A weekly report of the events must be drafted and distributed among the members of the Meeting 
Support Group.
OEC / AAS / AVET / MSG
4- Prepare event venue.
OEC / AAS / AVET
5- Provide logistical support.
OEC
6- Evaluate the outcome of the event.
Prepare badges and name tags, and provide support in 
the meeting room when so requested by the organizers.
A survey form is sent out by the Official Events Unit 
Coordinator to the requesting organizational unit.
OEC
7- Carry out preventive actions for future 
events.
Together with other involved units: Legal Advisory, International Affairs and 
Protocol, Administrative Services Management, Information and 
Communication Technologies Management.
Meeting room is prepared for the event: set-up, equipment (audio, video, 
telematics), computers, with the support of ICTM, ASM , Instititutional. 
Communication Division ICD.
. The Official Events Coordinator will be responsible for 
overseeing/coordinating the activities.
Objective
Computer systems
Process Subprocess
13.5.1. Translation. 
13.5.2. Editing. 
13.5.3. Interpreting.
13.5 Language Management.
Process
13.5 Language Management.
Ensure the timely and effective provision of language services (translation, editing and interpreting) in keeping with the linguistic rules of the four official languages. 
Scope
Hemispheric level.
Technical-regulatory actions and execution of rendered services.
Centralization at strategic levels and at Headquarters.
Decentralization at operational levels per country.
Specific policies and 
rules
1. Pursuant to Article 31 of the Convention on the Inter-American Institute for Cooperation on Agriculture, the official languages of the Institute are Spanish, French, 
English and Portuguese.
2. Grammar rules applicable to each of the official languages.
3. For editing and proofreading of texts in Spanish, the following guidelines must be followed:
Royal Spanish Academy. Spanish Language Dictionary.
Royal Spanish Academy. Spanish Language Orthography.
Royal Spanish Academy. New Spanish Language Grammar.
IICA, CATIE. Citing bibliographic references: technical standards for agricultural sciences. 
4. For text editing and proofreading in the English Language, the basic reference document is the Chicago Manual of Style of the University of Chicago. 
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Institutional website - e-mail-online system of the Language Unit-SAP System.
Indicators
• Number of words translated per day: 2000.
• Number of words edited per day: 2500.
Objective
Background information References
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Outcomes Timely, effective, high-quality translations. 
 Subprocess
13.5.1 Translation. 
Provide the organizational units and Delegations of IICA with timely, high-quality translation services, which will enable them to reach their target audience with clear, 
precise, coherent and well-structured messages.
Inputs 
P
A
R
T
IE
S
 I
N
V
O
L
V
E
D
   Language coordinator ( CI )
   Administrative assistant ( AA )
   Translator ( T )
   Administrative Services Management ( ASM )
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 13.5 Language Management.
13.5.1 Translation. 
LC / AA                                                                                    
1- Receive translation request through the 
Language system.
START
LC / AA                                                             
2- Review the information included in the 
request.    
END
Number of words, source and target languages, due date and 
observations made by the client.
The requesting unit is informed that  the services of an external translator must be contracted and 
the cost. Applies to documents associated with externally funded projects. 
AA                                                                                    
Contract the services of an external translator 
through process 12.1. Purchases and 
Procurement.
CI                                                             
5- Select a translator and send out the 
document to be translated.
T
6- Translate the document.
This activity is performed both by staff translators and 
external resources contracted in step 4. 
LC
7- Revise translation.
If the request is for a Portuguese translation, it will be revised by a 
member of the Language Unit team.
There is a pre-established list of providers.
Purchase Order is generated.
The Language Unit has an online system to manage the 
translation process. Only those documents entered into 
the system will be translated.
CI                                             
3- Can the staff 
translators of the Unit 
complete the 
assignment?
NO
Macro
12
AA                                                             
8- Send translation to the client and identify the 
source of the translation.
The document is sent out by the Unit Coordinator, or in 
some specific cases, by the Editor.
AA                                                                                    
10- Manage the payment process for the 
external translator through process 12.1 
Purchases and Procurement.
Request an invoice from the external translator. Fill out the payment 
authorization form (invoice attached) and deliver to Contracting of Goods and 
Services. Once proof of payment is received, it must be sent out to the external 
translator. 
LC                                             
9- Was the 
translation 
assigned to an 
external translator?
YES
Macro
12
NO
END
YES
Objective
Background information References
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Outcomes Timely, effective and high-quality edited documents.
 Subprocess
13.5.2 Editing. 
Provide the organizational units and Delegations of IICA with timely, high-quality editing and proofreading services.
Inputs 
P
A
R
T
IE
S
 I
N
V
O
L
V
E
D
   Language Coordinator ( LC )
   Editor ( E )
   Administrative Assistant ( AA )
   Administrative Services Management ( ASM )
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13.5 Language Management.
13.5.2 Editing. 
LC / E / AA                                                                                    
1- Receive editing request through the 
language system. 
START
LC / E / AA                                                            
2- Review the information included in the 
request.          
END
Number of words, source and target languages, due date and 
observations made by the client.
The requesting unit is informed that  the services of an external editor must be contracted 
and the cost. Applies to documents associated with externally funded projects. .
AA                                                                                    
4- Contract the services of an external editor 
through process 12.1. Purchases and 
Procurement.
LC                                                             
5- Select an editor and send out the document 
to be edited.
LC / E
6- Edit the document.
Editing may be performed by internal or external staff. The 
Language Unit editor is in charge of editing documents in 
Spanish. For English, the Language Unit coordinator will 
perform this task. 
LC / E
7- Revise the edited document and enter into 
the Language system.
Quality control mechanism.
The Language Unit has an online system to manage the 
editing process. Only those documents entered into the 
system will be edited.
CI                                             
3- ¿Can a staff editor 
of the Unit complete 
the assignment?
NO
Macro
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LC / E                                                             
8- Send edited document to the client.
AA                                                                                    
10- Manage the payment process for the 
external editor through process 12.1 Purchases 
and Procurement.
Steps included:
-Generate a SAP request and request an invoice from the external editor.
-Fill out the payment authorization form (invoice attached) and deliver to Contracting of Goods and Services.
-Once proof of payment is received, it must be sent out to the external editor. 
LC                                             
9- Was the 
document 
assigned to an 
external editor?
YES
Macro
12
NO
END
YES
Objective
Background information References
Process Manual                                                                                                                       
Specialized Services for Institutional and Diplomatic Relations. 
MPR-13-001
Version: 26.08.19
Outcomes Timely, effective and high-quality interpreting services.
 Subprocess
13.5.3 Interpreting. 
Provide the organizational units and Delegations of IICA with timely, high-quality interpreting services in the four official languages. 
Inputs 
P
A
R
T
IE
S
 I
N
V
O
L
V
E
D
   Language Coordinator ( LC )
   Administrative Assistant ( AA )
   External interpreter ( EI )
   Administrative services management ( ASM )
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 13.5 Language management.
13.5.3 Interpreting.
LC / AA                                                                                   
1- Verify that the request for interpreting 
services is entered into the Language system.
START
LC / AA                                                             
2- Review the information included in the 
request.          .
LC / AA
3- Verify the availability of the interpreters.
END
Interpreting language, time, person signing the 
contract, payment source, date of the event.
The Language Unit has an on-line system to 
manage the process of contracting interpretation 
services. 
AA
4- Define the terms of reference and submit to the 
Administrative Services Management division, 
indicating the number of interpreters required. 
Coordinate the contracting process through 12.1, 
Purchases and Procurement. 
AA
5- Provide the requesting organizational unit 
with the names of the assigned interpreters.
LC / EI
6- Provide the interpreting services at the 
event.
Steps included:
-Providing the requesting organizational unit with the 
interpreters' information in order to arrange access and 
use of the institutional parking. 
-Interpreters must show identification upon entering with 
their vehicle or by foot. 
The Language Coordinator shall verify the quality of the 
rendered services on-site. 
AA
7- Manage the payment process for the 
external interpreter through process 12.1 
Purchases and Procurement.
Steps included:
-Generating a SAP request .
-Requesting an invoice from the external interpreter.
-Filling out the payment authorization form (invoice attached) and delivering to Contracting of Goods and Services.
-Once proof of payment is received, it must be sent out to the external interpreter.
Macro
12
Macro
12
